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EVALUATOR SELECTION CRITERIA 
The evaluator role within the accreditation process is crucial. ACJCS evaluators are valued and 
recognized for the contributions they make to the peer review process. 

Evaluators are classified as either member or public. Those affiliated with an ACICS-accredited 
institution are referred to as member evaluators and those not affiliated with an ACICS-accredited 
institution are referred to as public evaluators. Further, they are academic, adminis trative, or neither . 
An "academic" representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary teaching and/or research. The "adm inistrat ive" representative is 
defined as someone currently or recently directly engaged in a significant manner in postsecondary 
programmatic administration. Fu1ther, recently is being interpreted as having applicable experience 
within the last five years. 

In addition to program specialists, full team visits (renewals of accreditation, initial grants, and 
Quality Assurance Monitorin g - Branch) will include evaluators with expertise in student relations 
(SR), and educational activities (ED), and may also include distance education (DE). 

ELIGIBILITY 

To serve as an evaluator, an applicant must have documented, at least five years of experience and/or 
education in a spec ialty area or expertise. In addition , the following requireme nts must be met as 
evidenced by information provided on the resume: 

a. Member evaluators must have experience in at least two areas of operation including instruction , 

admissions, financial aid, placement, and administration. 

b. Student relations (SR) expertise requires experience calculating satisfactory academic progress 
(SAP) and familiarity with the preparation of the Campus Accountability Report (CAR). 

c. Educat ional activities (ED) expert ise requires five years of exper ience at an administrative level and 
experience reviewing credentials of faculty assigned to teach general education courses. 

d. Distance education (DE) expertise requires experience in the management, instruct ing and 
curriculum development of distance education programs as well as evidence of training. 

CONTINU ED PROFES SIONAL DEVELOPMENT 

It is critical that eval uators maintain currency in their fields of expertise in order to best serve ACICS 
and its membership. This is espec ially important for public evaluators, those who have retired from the 
field, and those that are experts in programs which require currency in licensure, certification, and 
registration. 

Evaluators vetted in a field for which you are licensed/ce rtified, and federal or state laws require 
renewal of said licensure/ certification, proof of currency as well as evidence of continued 
education must be submitted to evaluatormanager@acics.org , at least on an annual basis. 

Public and/or retired evaluators are expected to participate in professional development to evidence 
currency in the field. Documentat ion of completion should be submitted 
to evaluatormanager@acics .org . at least on an annual basis. 
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CANONS OF ETHICAL 
RESPONSIBILITY 

FOR ACICS EVALUATORS 

The contin ued existence and acceptance of privately administered accreditation presumes the 

recognition that the aggregate of the system is based upon the singular integrity of all those individuals 
charged with the adoption of policies , procedures, and standards and with the eva luation and 

measurement of institutiona l performance. A member of an evaluat ion team plays a vital role in the 

maintenance and preservation of the system. Therefore, the fulfillment of this role requires an 

understanding by evaluato rs of their relationship with and function in the accred itation process. 

In fulfilling accreditation responsibilities, an evaluator encounters a variety of issues and situations 
that require the exercise of fair and impart ial judgment. Although the specifics of these issues and 

situations cannot be foreseen with particularity, fundamenta l ethica l principles are availab le for 

guidance. Within the framework of such ethical principles, these Canons of Ethical Responsibility are 

set forth: 

1. An eva luator shall conscie ntiously uphold the integrity of the accreditation process. 

2. An eva luator shall avoid impropriety and the appeara nce of impropriety while conducting all 
activities , including the accepting or offering of any gifts of material value. 

3. An eva luator shall perform all spec ified duties impartially and diligently. 

4. An eva luator shall preserve the confident iality of the institutional information to which he/she 
is privy. This includes sharing information with an outside consult ing agency . 

5. An evaluator shall, while representi ng ACICS , subscribe to the ACICS policy on 
Discrimination and Harassment during any and all interactions with the ACJCS staff, other 

members of eva luation teams, or any person affiliated with an institution being eva luated. An 

evaluator shall have read the ACICS Policy on Discrimination and Harassment and will report 

to the ACTCS President any action perce ived to be discriminatory or harassing. 

6. An eva luator shall refrain from any inappropriate business activity, in fact or appearance, 
relative to accreditation responsibi lities related to serving on any eva luation team at any 
institution accredited by ACICS. 

7. An eva luator shall not solicit any consu lting requests from an institution for which he/she has 

served as a team member for a period of at least three years following the visit, regardless of 
his/her status as an eval uator. Active solicitation during an on-site review will result in 

immediate suspension of active service as an evaluator. 

8. An evaluator shall notify ACICS if he/she accepts any contractual agreements, involving 

compensation, from any ACICS-accredited institutio ns in order to prospectively remove 
themse lves from any ACICS activ ities relative to that institution. 
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In the final analysis, it is the desire for the respec t and confidence of peers and of the educat ional 

institut ions served that should provide an evaluator with the incenti ve for the highest possible degree 
of ethical conduct. The possible loss of that respect and confidence is the ultimate sanction. 
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ACICS POLICY ON DISCRIMINATION AND HARASSMENT 

A) ACICS does not condone sexual harassment, which includes the promise or threat, explicit or 

implicit, that an employee's job status will be affected favorably or unfavorably unless the 

employee agrees to demands of a sexual nature; unwelcome physical contact or verbal 
comments; or other activities that create a hostile environment in the workplace. If you 

believe that you have been subject to sexual harassment, you should report the incident 

accordi ng to the complaint procedures outlined below. No retaliatory action will be taken 
against any employee who files a comp laint. 

B) ACICS is committed to providing a work env ironment that is free of discrimination and 

harassment. Actions, words, jokes, picnrres, or comments that are based on an individual's 

sex, race, ethnicity, age, religion, or any other legally protected characteristic or that are 
obsce ne will not be tolerated. Sexua l harassment , whether overt or subt le, is a form of 

misconduct that is demeaning to another person, undermines the integrity of the employment 

relationship, and is strictly prohibited. 

C) Any emp loyee who wants to report an incident of sexual or other harassment should report 

the matter to his or her supervisor promptly. If the supervisor is unavailable, or if the 
employee believes that it would be inappropriate to report the matter to the superviso r, the 

employee should contact the Pres ident immediate ly. Employees can raise conce rns and make 

reports without fear of reprisal. 

D) Any employee who becomes aware of possible sexua l or other harassment of another 
employee should advise the President prompt ly. The President will handle the matter in a 
timely and confidential manner. 

E) The President or his designee will investigate the complaint promptly. The investigation will 
include interviews with persons identified by the comp lainant as having direct knowledge of 

the harassment. The alleged harasser also will be interviewed. After a thorough 

investigation, the President will prepare a written determination regarding the allegations, and 
copies of the determination will be provided to the comp lainant and the alleged harasser. 

Either party may appeal either the decision or the disciplinary action or both to the President, 
who will have the final authority. 

F) Any individual found to have engaged in harassment is subject to disciplinary action, 
including discharge where appropriate. 
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TYPES OF EVALUATION VISITS 
Initial Grant 

An initial evaluation visit is the first full opportunity for the Council to rece ive information about an 

institution interested in accreditation. Many initial applican ts will have a small number of students 

with financial support coming primarily from communi ty agencies and contracts with business and 

industry. An institution undergoing an initial evaluation visit usually does not have the authority to 
parti cipate in federal financial aid pro grams. Some initial applicants may be currently accredit ed by 

another agency. A few are also multi-campus institutions , including a number of learning sites. The 
maximum grant of initial accreditation is three years for unaccredited institutions and four years for 

those currently in good standing with anothe r accreditor. 

Renewal of Accreditation 

Renew al of accreditation visits are required for continued accreditat ion. Self -study materials are sent to institution s 
seeking to renew their accredi tation in the spring of the year prior to the year of expiration of the current grant of 
accreditation. The maximum gran t of accreditation is six years. 

Oualitv Assurance Monitoring - Branch 

When an institution initiates a branch camp us, at least one visit is conducted within the first six months of 
operation. The Council also requires the repo rt of a full evaluation team approximately twelve to eighteen months 
after the branch begins operation. These institutions are required to provide a modified version of the self-study to 
the evaluation team. 

Qualitv Assurance Monitoring - Out of Scope 

Institution s initiating new programs that include subjects outside the institution 's current scope of 

operat ion (i.e., an institution with secretarial programs initiatin g an all ied health curriculum) must 
have such programs reviewed onsite by an appropriate subjec t specialist. Team members are provided 

with a copy of the institution's new program application to utilize during the evaluation visit. These 
visits are usually conducted by one team member who is accompani ed by an ACJCS staff member and 

are normally one day in length. 

Quality Assurance Monitoring - Readiness 

Institutions init.iating new programs at a higher credential level than previously offered by the institution must 
submi t a transition plan in addition to the new program application. Prior to the initiation of the program, the 
institution must undergo an evaluat ion visit to determine the institut ion's preparedness (or readine ss) to beg in the 
program. These visits are usually conducted by one team member who is accompanied by an ACICS staff member 
and are normally one day in length. 

Quality Assurance Monitoring - Higher Credential 

A second visit is conducted when the institution has offered the new progr am at a higher credential for 

a period of time suffic ient to assess program outcomes. These visits are usually conducted by team 
members, accompanied by an ACICS staff member , and are normally two days in length. 

Quality Assurance Monitoring - Change of Ownership or Control 
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A one-day visit is conducted within six months following a change of ownership or contro l at an institution. The 
purpose of this visit, usually conducted by an ACICS staff member, is to rev iew institutiona l changes as a result of 
the change in ownership or control. 

Quality Assurance Monitoring - Distance Education 

A one day visit is conducted within I year of approval to offer dista nce education. These visits are 
usually conducted by one team member, accompanied by an ACICS staff member, and are normally 
one day in length. 

Special visits are conducted when the Council determines that the report of an additional evaluation 
team is needed in order for a dec ision to be made regarding the institution 's accredited status. These 

reports address specific areas as identified by the Council and assess the institution's overall 

compliance with the Accreditation Criteria. 

Unannounced/Limited Announced 

Unannounced and limited announced visits are conducted to address specific areas as identified by the 
Council and to assess the institution 's overaJI compliance with the Accreditation Criteria. These visits 

are conducted by an ACICS staff member, but may also include one-two team members, and are 
normally one day in length. 
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ROLES AND RESPONSIBILITIES 

CHAIR RESPONSIBILITIES 

The chair and the ACICS staff representative ("staff') shall organize and conduct a meeting of the 
team (see Pre-visit Team Meeting) prior to the visit to review the self -study and Update Report, the 

purpose of the visit, the role of each team member, the role of the staff, and the assignment of 

responsibilities during the visit. Given the value of a collaborative dynamic between the staff and 

chair, a brief meeting should be held prior to the full team meeti ng. 

The chair and the staff shall maintain regular communication with the campus's chief on-site 
administrator throughout the evaluation process regard ing any areas of conce rn or pote ntial findings. 

As appropriate, the chair and staff shall give the campus's chief on-site administrator the opportunity 

to respond to the areas discussed. Further, the chief on-site administrator is to be informed of all 

findings prior to the exit conference. Recognizing the value of those campuses with corporate support, 
it is acceptable for such representation to observe the briefings and provide information if requested. 

However, they should not be present during the interviewing of the administrator and should not be 
the primary interface with the team. 

The chair should ensure that the eval uation team conducts its review in compliance with Council ' s 
standards; that all sections of the team report have been completed; and that information is reported in 

a detailed and accurate manner. The chair and staff should check with team members periodically to 
ensure that the visit is progressing on schedule. The chair is responsible for conducting the exit 

conference and preparing the final report accord ing to the ACICS team report guidelines. 

TEAM MEMBER RESPONSIBILITIES 

Team members: Team members work independently on the sections assigned to them but are 
enco uraged to request ass istance as needed from the cha ir and the ACJCS staff representative ("staff') . 

When each team member has gathered the necessary information, a draft of the eva luation report is 

written. The report should be detailed and accurate, with all findings supported by specific evidence. 
The report is to be thorough, covering aJI aspects of the campus's operations and including strengths 

and areas in which the campus does not meet Council standards. All sections of the report wiJI be read 

and discussed by all members of the team prior to departure. 

Each program offered by a campus must be evaluated by a subject specialist. Ordi nar ily, each new 

program being offered by the campus will be reviewed by an individual with the required expertise 

and if possible, program reviews will be combined for efficie ncy. The evaluator will be accompanied 

by staff that will coordinate the visit and assist the team member as described above. The report will 
be read and discussed by the team prio r to departure. If the visit is not conducted in conjunction with 

a full team visit , the staff member is responsible for conducting the exit conference and preparing the 
final report using the appropriate report outline (Quality Assurance Monitoring - Distance Education, 

New Program, Readiness, and/or Credential Inclusion). During a reevaluation visit, a subject 

specialist(s) will be invited to serve on the team for each specialized program. The Staff member will 

determ ine if it is necessary for the new program specialist to serve for the entire length of the 
evaluation visit or simply for the one-day program review 
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AC/CS Staff Representative ("staff"): During the visit, the primary role of the staff is to interpret the 

ACICS Accredi1ation Criteria. Staff will provide team members with guidance in understanding and 
app lying the Criteria and may assist team members with gathering information as time provides. Staff 

is not to be assigned sole responsib ility for the writing of any section of the team report with the 

exception of the publications section. Staff also will ensure that all areas of the campus's operation 

are properly reviewed by the team members. 

In addition, staff will provide institutional representatives with guidance in understanding the 

Council's accreditation standards. As stated above, staff and the team chair shall maintain regular 

communication with the chief on-site administrator throughout the evaluation process regardi ng any 
areas of concern or potential findings . As appropriate, the chair and staff shall give the campus an 

opportunity to address these areas prior to the exit conference. Furthe r, the chief onsite administrator 
is to be informed of all findi ngs prior to the exit conference. 
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PREVISIT TEAM MEETING 

The following topics are to be covered by the team chair and/or the ACICS staff representative: 

1. Introductions of all team members and academic/experiential background. 

2. Purp ose of the visit and review of the application, Update Report , and campus /institution 
history. 

3. Materials sent to team members, including follow -up eval uation forms. 

4. Eva luator expense and reimbur sement procedures, if necessary. 

5. The "Canons of Ethical Responsibility" and proper conduc t during the visit. 

6. Evaluation visit time schedule, using the class schedule information provided to the chair 
during their pre-visit communication. 

7. Format for report writing and team report writing ass ignments. 

8. Format and structure of the opening session with the campus director including any questions 
to be asked during that session. 

9. Format and structure of the ex it sessio n. 

REPORT WRITING EXPECTATIONS 

The report wriling and preparation guidelines are provided at the end of this manual. 

1. The team report templates , as revised and published on the ACICS web site, must be used to 
complete the individual sections. The final narrative report prepared by the chair will remove 
any non-applicable question s. 

2. Reports must be completed electronically (see use of computers below). 

3. All questions must be answered in complete sentences. Answer s to severa l related questions 
may be combined into one paragraph. Single-sentence paragraphs should be avoided. 

4. Eva luators must complete their assigned report sections prior to the comp letion of the visit and 
provide both a hard copy and electronic version to the team cha ir and staff coordinator. 

5. Programs within the same field should be evaluated on one report with separations on detai ls 
completed as appropriated or as directed by the team leadership. 

6. Information collected and recorded on reports cannot be shared with any party and a copy of 
said report should be maintain ed until the Council takes an action on the campus's application. 
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USE OF COMPUTERS ON VISITS 
Reports must be typed while the team is onsite because the report sect ions must be turned in to the team 
chair and ACICS staff prior to the conclusion of the visit. When utilizing computers, team members 
should be mindful of the following: 

1. Do not become overly focused on entering information into the computer and thereby neglect 
your responsibility outside the team room. When students, staff, and faculty are onsite, team 

members should be interviewing, observing, and collecting information needed to complete 

the written report. 

2. The chair is responsible for the final report, including formatting and editing all sections. 

During the visit, time should be spent creating complete sentences and making sure all 
necessary information is included. The sample report (Appendix A) should be used as a 

guide. 

3. Since the campus is responsible for providing printing capabi lities, the reports should be 
printed but also shared electronically with the team leadership (chair and staff coordinator) -
via email or flash drive. 

4 . The ACTCS representative will bring a laptop on the visit and the campus will be asked to 
have computers and printers available for the team. However, team members should also 

travel with their personal laptops for convenience. 

FINAL REPORT 

The chair is responsible for preparing the final evaluation repo11 for submission to the Council office. 
The report should reflect the unanimou s opinion of the team, with the chair assuming final authority 
over content. 

The chair will edit the draft of the team report and submit the final copy to the Counci l office via the 

email account, visitreports@acics.org. The edited report must be submitted within 5 days of the 

team's review. Following an extensive editorial process, a copy of the report is then forwarded to the 

institut ion for its written response. 

Each finding listed on the summary page should include the page number in the report where the 

detailed explanation can be found. In addition, the explanation of a finding in the body of the report 

should contain the Criteria number in bold and in parenthesis at the beginning of the explanation. 
This method of cross-referencing enables everyone who reviews the report (campus, comm issioners, 

staff, IRC) to locate information easily. Page number reference s should be added after the final report 

has been prepared to ensure accuracy. 

It is imperative that the chair review the report in its entirety before submission to the Council o.ffice. 
The chair should review 1he reporl carefully fo r typographical and grammatical errors and 
consistency in report format. Staff members are not responsible for these activities and compliance 
with Council team report guidelines. 

After preparing the team report on the computer, please submit to the Council office via email, 
retaining copies for your files . 
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TRAVEL AND HOTEL ARRANGEMENTS 
Team members are responsible for making their own transportation anangements using the ACICS 
Concur System. Team members should not schedule return transportation that would require them to 
leave the camp us premises before 5:00 p.m. on the last day of the visit unless advised otherw ise. 

Rental cars shou ld not be secu red by individual team members unless appro ved in advance by the 

ACICS staff representative. Hotel reservations will be made by and paid for by the staff 

representative. Fo r conven ience, all team members will stay at the same hotel. The staff 
representative will notify each team member of the name and address of the hotel. Changes made to 

hotel reservations by team members may create a rate change . Any rate increases due to change made 
by team members will be the responsibility of the team members, includin g reimbur sable room 

charges which include room serv ice, internet, and dry cleaning (for visits longer than 3 days). 

REIMBURSEMENT INFORMATION 

Please refer to Appendix B: Evaluator Reimb urseme nt Policy and Procedures for addit ional details on 

the expec tations for reimbursement submi ssion. Team members will be reimbursed for all approp riate 
expenses, including trave l (personal mileage) , lodging, mea ls, and other expenses supported 

by original receipts. Using the Concur link via their individual evaluator account, each team member 
will complete at least two expense repo rts for eac h visit project - one for the airfare/tra in using the 

ACICS BT A account and another for all out of pocket expenses, including honorarium. Requests for 

reimbursement must be submitted within 60 days of the evaluation visit; requests submitted after that 
date will not be honored . Receipts should not be paper-clipped or stapled to the reimbursement 
form but should be taped to a fullsheet of paper to ensure that they are not lost during the 
reimbursement process at the Council office. 

An honorarium of $350 per actual visit day is paid to the chair of the evaluation team. 
An honorarium of $250 per actua l visit day is paid to non-chair evaluators for participating as a team 
member. 

An evening school visit, when co upled with a one- or two-day visit, does not quali fy an eva luator for 

an additiona l day's honorarium. Honoraria are based on the nu mber of full days schedu led for the 

visit. Each honorarium covers trave l time, time on the premises , and time involved in preparing the 
formal report to the Counci l. 

Payment for honora ria and reimbursement of expenses will be paid by the Council upon comp let ion of 

the visit and receipt of reimb ursement request forms with rece ipts documenting expenses incun ed . All 

requests for reimbursement are to be sent to the Council office in Washington, D.C., not to the 

institut ion visited. Payment shou ld normally be sent within 15 busine ss days of the date the request 

form is rece ived in the ACICS office, assum ing the request is for only approve d expenses and 
appropriate documentation/receipts are included. 

Eval uators are protected from ind ividual lawsuits through the Counc il professional liabil ity insurance 
coverage . 

ACICS CONCUR TRAVEL SYSTEM 
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The Concur Trave l and Expense System must be used by all eva luators to make and manage their travel 
arrangement for ACICS purposes. The training material, as pub lished 
at http ://www.acics.org/evaluators /content.a spx?id=2292 , should be reviewed prior to using the 
system. The expectations are summar ized below: 

1. Flight Arrangements: Changing or Canceling: 

If the trip cannot be completed, for whatever reason, ACICS (staff coordinator) MUST be 
notified immediately. 
The unused ticket will be the property of ACICS and cannot be used by the evaluator 
for personal travel. This will constitute a breach of the Canons of Ethical Behavior and 
subject to negative action. 

2. Flight Assistance 

Phone: 866-738-6444 
Direct Contact: Scot Bower 

3. Flight Expensing 

An expense report must be submitted just for the flight for reconciliation purposes. The report 
and a copy of the eticket must also be mailed to the ACICS office. Expense reports can be 
automatically created directly from the Upcoming Trip section of your profile. 

4. Other Expenses 

Out of Pocket expenses must be submitted on a new report as per the normal process -
Payment Type should be changed. 

EVALUATOR 
REIMBU 
RSEMEN 
T 
POLICY 

A reimbursement policy has always been in place to monitor and guide evaluators on ACICS' 

expectations on the submission process. Significant revisions have been made and should be reviewed 
at the end of this document (Appe ndix B). Worthy of note are the following: 

• Only alcohol consumed only at dinner , maximum of 2, will be reimbursed. 

• Additional tipping (double tipping) and tips above 20% will not be reimbursed. 

• Written approval from the staff coordinator is needed, and should be submitted with the 
expense reports, for the following: airfare in excess of $1000; additional hotel nights; and car 
rental. 

• For meal and beverage purcha ses only which are under $10, a receipt is no longer necessary. 
Howeve r, an expla nation for the expense must include the purpose of the expense, the amount 
and date. 
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EVALUATION VISIT MEETING ROOM MATERIALS 

FULL TEAMS (RA, IG, AND QAM-BRANC H) 

Institutions are to place the following materials in the room provided to the evaluation. ream. 
Additional materials may be requested when the team is at the institution. 

1. Cun-ent Information 

a. Class schedule including course names, number s, titles, room number s, class times , 
names of instructors , and student enrollment by class period for the entire 
term/quarter/semester/module. 

b. Student enrollment on day(s) of visit by program and by day and evening division s. c. 
Floor p lan of facility. 

d. Staff roster and organization chart. 
e. Course syllabi for currently offered courses (For courses not offered in the current 

term, the syllabi must be provided with the exception of the following items: 
instructional materials and refere nces, out-of-class activities and assignments, 
assessment criteria, and method of evaluating students). 

f. All admissions tests and test cut-off scores for each program. 
g. If ability -to-benefit student s are admitted, complete documentation evidencing the 

relationship between admissions test cut-off scores and successful academic or 
employment outcomes, as well as the contract for the independent test administrator. 

h. Two copies of the most recently completed, and the prior year' s ACICS Campus 
Accountability Reports along with the complete back-up documentation. This must 
include information to support enrollment , graduate, and withdrawal numbers 
and placement information such as student name, program of study, graduation date, 
job title, employer name, and employer telephone numbers. 

1. A copy of the current Campus Effec tiveness Pl an along with the progress reports 
and/or prior year's campus effec tiveness plan. 

j. Board of directors and administrative staff meeting minutes. 

k. Faculty meeting minutes. 
I. Docum entation of in-service training sessions he ld and the schedule for upcoming 

session. 
m. Sched ule and documentat ion of community resources utilized for each program 

(organized by program). 
n. A copy of the Certificate of Attendance at an ACICS Accreditation Workshop for the 

chief on- site administrator or self-study coordinator. 
o. Copies of correspondence with ACTCS for any approvals or notificat ions for 

modificat ions since the last Renewal of Accreditation Visit (learning sites, new 
programs, distance education activity, substantive/nonsubstantive changes to an 
existing program , change of location, change of name, etc.). 

p. A copy of the approved and most current Academic Analysis for each program. If 
applicable , this includes approved Clock to Credit Profiles with corresponding letters 
of approval. 

2. Official Docum ents 

a. Corporate Charter. 
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3. 

b. 

C. 

d. 
e. 

f. 
g. 

h. 

i. 

j. 

k. 

Files 

a. 
b. 

Articles of Incorpo ration, and Certificate of Incorporatio n or other appropriate 
documentat ion of legal structure and ownership of the institution and a chart 
outlining the ownership structure. 
Certificate of good standing; relative to an institution's corporate statute and/or legal 
identity 
State license and authorization to award degrees (if applicable). 
Correspondence with state regulatory agencies and accrediting agencies other than 
ACICS, if any 
Most recent state and VA compliance reports. 
Documentation that the facilities are in compliance with local, state , and federal laws 
governing fire, safety, and sanitation. 
Documentation that the institution is in compliance with copyright laws for 
instructional materials 

utilized. 
U.S. Department of Education Program Participation Agreement and 
Eligibility and Certification Approval Report (if applicable). 
Reports from most recent reviews by agencies such as the U.S. Department of 
Education, Inspector General, and guarantee agency, as well as the institution's 
student financial aid compliance audit. 
Third -party contracts with other educational institutions or contracts such as JTP A. 

Administrative staff personnel files that include updated ACICS data sheets. 
Faculty personnel files that include updated ACTCS data sheets, copies of 
administrative and student evaluations, and faculty development plans with 
documentation of their implementation. 

NOTE: Student files will be selected randomly for review by team members. 

4. Inventories 

a. Library resource and reference materials includ ing on line materials (if applicable). 
b. Instruct ional equipment for all programs. 

5. Publications 

a. Most recent ACICS self-study application. 
b. All current advertising and promotional literature, including scripts, copies of 

newspapers, magazines, brochures, and tapes of radio and televisio n ads. 
c. All current internal recruitment materials including admissions orientation packets, 

YTD admissions meeting minutes, copy of standard interview and phone scripts, and 
communication with exte rnal recru iters (if applicab le). 

d. Student, faculty , and staff handbooks (if app licable). 
e. Current catalog with all addenda (if applicable). 
f. Previous two years catalogs and addenda (if applicable). 

QUALITY ASSURANCE MONITORING - OUT OF SCOPE, 
HIGHER CREDENTIAL & DISTANCE EDUCATION 

Institutions are requested to place the following materials related to the program o_fstudy in the room 
provided to the evaluation team while at the institution. 
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1. Current information 

a. Class schedule including course names, numbers , titles , room numbers , class time s, 
names of instructors , and student enrollment by class period for the entire 
term/quarter /semester/module. 

b. Student enrollment on day(s) of visit by program and by day and evening division s. c. 
Floor plan of faci lity. 

cl. Staff roster and organizational chart. 
e. Cours e syllabi for currently offered courses for the program(s) being rev iewed (For 

courses not offered in the current term, the syllabi must be provided with the 

exception of the following items: instructional materials and references , out -of-class 
activiti es and assignments, assessment criteria, and method of eval uating students). 

f. A copy of the most recently comp leted ACICS Campus Accountability Report s along 

with the complete back -up documentation. A copy of the most recently completed, 

and the prior year's ACJCS Campus Accountability Reports along with the complete 

back -up docum entation. 
g. A copy of the current Campus Effectiveness Plan. 
h. Faculty meeting minute s. 
i. Documentation of in-service training sessions held and the schedule for upcoming 

sessions. 
j. Schedule and documentation of commun ity resources ut.ilized for each progr am 

(organized by program). 
k. A copy of the approved and most current Academic Analysis for each program. If 

applicable, this includes approved Clock to Credit Profile s with corresponding letter s 
of approval. 

2. Official document s 

3. 

a. 
b. 

File s 

a. 
b. 

State license and/or authorization to award degree s. 
Correspondence with state regulatory agencies and accrediting agencies other than 
ACICS , if any. 

Administrative staff personnel files that include updated ACICS data sheets. 
Faculty personn el files that includ e updated ACICS data sheets, copies of 
administrative and student evaluations, and faculty development plans with 
documentation of their implementation. 

NOTE: S1udent files will be selected randomly for review by team members . 

4. Inventorie s 

a. Librar y reso urce and refe rence materials including online material s (if applicab le) . 
b. Instructional equipment. 

5. Publi cat ions 

a. New Program/Di stance Education Application for the program(s) being reviewed. 
b. Transitional Plan for a higher credential (only applicable for Higher Credential visil) 
c. All current advertising and promotional litera ture, includin g scripts, copies of 

newspapers , magazines, brochure s, and tapes of radio and television ads. 
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d. Student, facu lty, and staff handbo oks (if applicab le). 
e. Curren t catalog with all addenda (if applicable) and previou s two years catalogs and 

addenda ( if applicable) . 

QUALITY ASSURANCE MONITORING - READINESS 
VISIT 

The following materials shall be prepared and placed in the visiting team's room prior to the team's 
arrival. 

1. Current informatio n 

a. List of all currently approved programs. 
b. Staff roster and organization chart. 
c. Syllabi for all courses taught in the proposed new degree program(s). 
d. Application for new program(s) offered at a higher credent ial. 
e. Transit ional Plan. 

2 . Official docum ents 

a. 
b. 

3. Files 

a. 
b. 

State license and/or author ization to award degrees. 
Correspondence with state regulatory agencies and accrediting agencies other than 
ACICS, if any. 

Administrative staff files. 
If applicab le, faculty files for any instructo rs who will be teaching in the new degree 
program . 

4. Inventories 

a. Current library resource and reference materials. 
b. Current instructional equipme nt. 

5. Publicat ions 

a. All current advertising and promotional literature , including radio and television. 
b. All planned advertising for the new program. 
c. Current catalog with all addenda. 
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QUALITY ASSURANCE MONITORING - CHANGE OF 
OWNERSHIP/CONTROL 

Institutions are to place the following materials in the room provided to the evaluation ream. 
Additional materials may be requested when the team is at the institution. 

1. Cu1Tent informatio n 

a. Class schedu le including course names , numbers, titles, room numbers, class times, 
names of instructors, and student enrollment by class period. 

b. Student enrollment on day(s) of visit by program and by day and evening divisions (if 
different than enrollment reported in the Update Report). 

c. Floor p lan of facility. 
d. Comparative organization chart (before and after change of ownership). 
e. A copy of the current Campus Effectiveness Plan (CEP) along with the prior year's 

CEP (should be prior to change of ownership). 
f. Faculty meeting minutes. 
g. A copy of the Certificate of Attendance at an ACICS Accreditation Workshop for the 

chief on- site adm inistrator and owner(s) or completion of registra tion of an 

Accreditation Workshop for these individuals. [If individual(s) have attended a 

previous ACICS Accreditation Workshop while affiliated with this institution, a copy 

of that certificate may be provided in lieu of a cert ificate following the change of 
ownership. ] 

h. Copie s of correspondence with ACICS for any approvals or notifications for 

modifications since the Change of Ownership (learning sites, new programs, distance 
education act ivity, substantive/no nsubstantive changes to an existing program, 

change of location, change of name, etc.). 

2. Official documents 

3. 

a. New state license and/or authorizat ion to award degrees issued after change of 
ownership or control. 

b. Corre spondence with the U.S. Department of Education regarding the reinstatement 
of the institution ' s T itle IV eligibility by way of a Program Participation 

Agree ment and Eligibility and Certification Approval Report (if applicable). 

C. 

Files 

a. 
b. 

C. 

Correspondence from ACICS granting temporary reinstateme nt of your institution's 
cu1Tent grant of accreditation. 

Admin istrative staff personnel files that include updated ACT CS data sheets. 
Faculty academic files that include updated ACICS data sheets, position descriptions , 
copies of eva luations, and faculty development plans. 
Facu lty and Staff summary sheets . 

4 . Inventor ies 

a. Library resource and reference materia ls including online materia ls (if applicab le). 
b. Comparative list of instruct ional equipment for all programs (before and after change 

of ownership). 

5. Publication s 

19 



a. Chang e of Own ership Application. 
b. All current advertising and promotional literature, including scripts, copies of 

newspape rs, magazines, brochur es, and tapes of radio and television ads. 
c. Student, faculty, and staff handbooks (if applicable). 
d. A copy of the current catalog with all addenda (if applicable) and a copy of the 

catalog prior to Change of Ownership. 

A TYPICAL EVALUATION VISIT 

Each evaluation visit is different due to the individual circumstances involved. However, the following 
activities will be a part of each evaluation visit regardless of purpose. 

1. Tour Physical Facilities 

a. Classrooms (take an approximate student attendance count) 
b. Lounges (student, faculty, visitors, etc.) 
c. Resource center or library 
d. Administrative and academic offices 
e. Housing, if applicable 

II. Meet with the Campu s Administrator 

a. Introduc e all team members, giving brief summary of professional experience of each 
b. Obtain overv iew of institution ' s history , mission, and objective s of the programs 
c. Obta in analysis of socioeconomic area in which the institut ion is located 
d. Discuss briefly the planned activities of the day including each team member's role 
e. Discuss any materials not availa ble in the meeting room 

ITT. Begi n Review by Team Members (individually and collectively) 

a. Appropr iate staff are interviewed based on areas assigne d in the evaluation report 
b. All team members should interview students 
c. Team members will meet on a periodic basis as directed by the chair to share results 

of interviews and review of materials 
d. Student Surveys will be administered and results generated as part of the reporting 

process 

NOTE: The team chair and staff representative will periodically inform the chief on-site 
administrator of concerns identified by the team. All team members should 
communicate concerns to the chair/staff as they are discovered. There are to be no 
findings identified at the exit conference that the institution was not made aware r4" 
prior to the exit. 

IV. Read Team Report as a Group 

a. Discuss and agree on content of report 
b. Identify team findings that will require additiona l informat ion from the camp us 
c. List any recommendations to be included as an addendum to the evaluation report (if 

applicable) 

V. Conduct Exit Conference with Team and Institutional Repre sentatives 
a. Team chair thanks schoo l personnel 
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b. Team chair summari zes the findings identified by the team that would require a 
response 

c. Staff representat ive explains the next steps in the evaJuation process 
d. Evaluation formally ends 

GUIDELINES FOR TEAM ACTIVITIES 

This outline is provided for guidance to team members. Please note that not all parts of the outline 
will be applicable to all insti1utions. Team members will utilize the sections applicable 10 1heir 
assigned sections of the report. 
Sections of the outline are compatible with sections of 1he self-study and Accreditation Criteria. Team 
members should always request and review documentation to support all statements. 

TEAM CHAIR 

l. Interview Chief On-Site Admini strator 
A. Mission 

1. What is it 
2. How is it achieved 
3. Describe Campus Effectiveness Plan (CEP) and its relation ship to the 

mission 

B. Campu s Effec tiveness Plan (on-site admin istrator or coo rdinator) 
l. How was the plan develop ed 
2. Discussion on specific areas 
3. Who is responsible for the implementation and monitoring 
4. Progress reportin g/review 
5. Evidence of evaluation 
6. Review of surveys and other supportin g materia ls 

C. Organi zation, administration, and control 
l. Educational and experiential background of director 
2. Administrative chain of command 
3. Advisory committees or other community input 
4. Administrative staff and faculty meetings (how often, topics, etc.) 
5. Evaluation of staff and faculty 
6. Faculty input into adm inistrative policie s 
7. In-service training 
8. Extrac un icular activities 
9. Clerical assistance 
10. Counseling for student s 
11. Retention program (if applicab le, interview specific staff assigned this 

function) 
12. Other student services 
13. Programs of study 

2 . Review and Evaluate 

A Faculty and admini strative staff record s 
1. Job description s 
2. Official co llege transcripts 

a. Look for seal; no t stamped "Issued to Student" 
b. Mak e sure there is a transcript for each degree listed 
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c. Determine if degree is approp riate; review grades received in related 
subjects 

d. If degree is out of field, verify minimum of two years' work experience 
in fields 

3. Application for employment 
4. Faculty development plan 
5. In-service training 

6. Professional growth 
7. Employee contracts, if applicable 
8. Evaluations 

3. Educational Facilities 

A. Buildin gs and grounds 
B. Classrooms, offices, and lounge s 
C. Furniture and equipment 
D. Review code compliance documentation (fire, safety, sanitation) 
E. Examine fire extinguisher inspection notes (check expiration dates), fire exits, and 

evacuat ion plan 

STUDENT RELATIONS SPECIALIST 

The extensiveness of the expectations of the SR review process is thoroughly detailed in the AC/CS 
Student Relations Training Manual which will be provided to each approved evaluator. Below is a 
general outline of the onsite interview/review process. 

I. Interview Admissions Director and Representati ves (as a separate group) 
• Institution's admission standards 
• Determination of leads and subsequent procedures 
• Procedures for admission (testing, orientatio n, etc.) 
• Type of student being recruited--recent graduate , adult, veteran , non-high school 

graduate, contract 
• Control executed over admission representatives 
• Responsibility for advertising (check materials published; for more information, refer 

to Appendix C of the Accreditation Criteria) 
• Evaluation of perfo rmance 
• Understanding of chain of command 
• Frequency of staff meetings and topics discussed 
• Testing procedures for ability -to-benefit vs. high schoo l graduates /GED; who 

administers test 
• Who is responsible for determining test cut-off scores for admission 
• Observe at least one person designated to engage in recruitment activities conduct an 

initial phone screen and/or briefly observe an in-person interview with a prospective 
studen t. 

2. Interview Financial Aid Director and Officers (separate ly) 
• Describe financial aid programs in which institution participates (Federal and state 

programs) 
• Describe institutional grant or loan programs 
• Describe any scholarship programs offered by the institution (check to see if all the 

details are accurately described in the catalog and research past recipients) 
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• Ask to see student financia l records (e.g., ledger cards) and explanation of accounting 
methods 

• Percenta ge of total enro llment receiving financial aid 
• How are standards of satisfactory progress monitored 
• Describe the communication between the education and financial aid departments 

concerning satisfactory progress 
• Review standards of sat isfactory progress as stated in the catalog 
• Explanat ion of refund policy and procedures (check actual withdrawals to be 

randomly selected by team member) 
• Describe default management procedures 
• Education /expetience of financial aid director 
• Evaluation of performance 
• Involvement in admission process 
• Understanding of chain of command 
• Frequency of staff meetings and topics discussed 

3. Evaluation and Review of Financi al Aid Procedur es 
• Review of Enrollment Agreements, Ledge r Cards and R2T4 forms 
• Review of administrative procedures for de termining eligib ility, packaging, awarding, 

and disbursement. 
• Review of initial and ongoing training and supe rvision for all financial aid perso nnel. 
• Review of financial aid activities. 

4. Evaluation and Review of Recruitment Procedures 
• Rev iew of initial and ongoing training and supervision for all recruitment personnel 

(internal and external). 
• Rev iew of recruitment activities. 
• Interviews with students regarding their recruitment experience. 

5. Interview individual(s) responsible for administration/monitoring of Satisfactory Academic 
Progress (SAP) 

• Where is the policy published in the catalog? 
• Explain the policy 
• Documentat ion of implementation (student file review) 
• Evidence of evaluation 
• Evidence of providing assistance to students (advising) 

6. Inter view Placement /Career Director 
• Describe placement activities 
• Placement follow-up studies - documentation reviewed 
• Evaluation of performance 
• Understanding of chain of command 
• Frequency of staff meetings and topics discussed 

EDUCATIONAL ACTIVITIES SPECIALIST 

1. Interview the director of education/dean/acade mic affairs 
A. Discussion of qua lifications and experience 
B. Academic oversight and resources 
C. Academic freedom policy 
D.Acad emic Governance 
E. Program for dealing with individual (academic) differences among students 
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F. Process for the eva luation and revision of curricul um and the invo lvement of faculty 
G. (If applicable) Discussion on systematic process for the awarding of credit for 
exper ience (occ upational or profess iona l). Documentation to evidence co nsistency in 
award . 

2. Review of General Ed ucation Fac ulty (Occ upation - bache lor ' s degrees) 
A Evidence of bachelor's degree and appropriate coursework (applied general education) 
B. Evidence of graduate degree and the equivalent of 18 semester hours in the teaching 
area C. Review coursewo rk determined to be applicable to teaching area 

3. Review of all faculty academic file (with assis tance from staff coor dinator) 
A.ACICS Data Sheet (current; not required) 

B. Official transcripts for all qualifying credentials 
1. College seal or evidence of authenticity (for those microfilmed) 
2. Not "iss ued to student" 

C. Fac ulty Development Plans 
1. In-service training (schedu le) 
2. Professiona l growth activities 
3. Documentation of impleme ntati on 

D. Po sition Desc riptions or Emp loyme nt Co ntracts 

E . Eval uat ions by admini stration (student evaluat ions are recomme nded but not required) 

F. Percentage of faculty members holding requisite academic credent ials as specified 
( credential specific) 

4. Placement Verification in programs which hold specialized accreditation 

5. Review ofl nstruct ional tools for general educat ion (if applicab le) 
6. Review of contracts and/or agreements with other institutions or enti ties (if applicab le) 

7. Review of curricu la and general education coursework (i f applicable) 

A Inclusion of minimum number of general education credits ( credential specific) 

B. Inclu sion of required distribution of general educat ion d isciplines C. General Educat ion 

meeting standards (glossary definition of disciplines) 

DISTANCE EDUCATION SPECIALIST 

1. Interview the individua l assigned to provide administration of the activity 
A Discuss ion of qualifications and exper ience 
B. Overs ight and resources C. Distance Ed ucation Plan 
D. Academic Governance 
E. Program for dealing with individual (academic) differences among students 

2. Review of the Distance Edu cation Plan 
A. Inclu sion of compo nents 
B. lnte grat ion into CEP 
C. Review coursework determined to be applicable to teaching area 

3. Review Distance Education facu lty academic files (with assistance from ED/staff coordina tor) 
A ACICS Data Sheet (current; not required) 
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B. Offi cial tra nscrip ts for all qualify ing credentials 
1. College seal or evidence of authenticity (for those microfilmed) 
2. Not "issued to student" 

C. Faculty Development Plans 
1. in-service training (schedule) 
2. Professional growth activities 
3. Documentation of implementat ion 

D.Position Descr iption s or Employment Contracts 
E. Evaluat ions by administration (student evaluations are recommended but not req uired) 
F. Percentage of faculty members holding requisite academic credentials as specified 
( credential specific) 

4. Review of, and interaction with, online platform (admin log -in shou ld be provided) 
A Curri cuJums 
B.Syllabi 
C. Faculty/Student interaction and Student /Student interactions 

5. Review of Publication (Catalog) 
A. Admissions policy 
B. Confirmation of student identity 
C. Disclosure of distance education activity 

6. Review of contracts and/or agreements with other institutions or entities (if applicab le) 

PROGRAM SPECIALIST 

1. Review, Observe and Evaluate 
A Classrooms 

• What teach ing methods are used? 
• Are teaching methods employed effective and appropriate for the subject matter? 
• Is the course being taught as outlined in the syllabus? 
• How is the rapport between the instructor and the stude nt? 
• Do students participate in class, e.g., questions, note taking , presentations 
• • How is instructiona l equipment utilized? 
• Are facilities adeq uate for type of class and number of studen ts? 

B. Program Faculty 
• Qualifications - academic and experiential (documen tation required) • Professional 
deve lopme nt/c urrenc y 

C. Instructional Reso urces 
• Approximate number and quality of book titles, periodicals, reference materials and 
their adequacy for the programs offered 
• Circulation system, if used 
• Evidence of usage by facu lty and students 
• Access ibilit y, location, hours (if housed in one central loca tion) 

D. Instructional Equ ipment 
• In working order 
• Up to date 
• Sufficient quant ity for present enrollment 
• Appl icable to courses offe red 

25 



• Usage 
• Leased or owned; maintenance 
• Distributed or centrally located 
• Appropriate software licensure, as applicable 

D. Publications 
• Review program-specific content to include admissions criteria, curriculum, course 
descriptions, etc. • Comparison with information in syllabi 

E. Syllabi 

F. Evaluation of Out of Classwork for Purposes of Credit awarded for Financial Aid 
• Review the campus's written procedures (as evidenced by their academic credit analysis) to 
determine compliance 
with the written policy and definition of a credit hour as defined by the U.S. Department of Education 
for Title IV 
funding. 
• Review evidence that out-of-class work or the equivalency is being evaluated. 

2. Interview Students 
Interviews should take place on all visits. See Interviewing Students section. 

A. Enrollment information 
l. How student heard about this institutio n 
2. Why this inst.itut.ion was chosen 
3. What admissions procedures were utilized 
4. Was a catalog issued to student and does it accurately portray the institution 
5. Were administrative policies explained 
6. Was an enrollment agreement signed --if yes, did student receive a copy 
7. Was there an orientation program? 

B. Educational background 
1. ls student a high school graduate 
2. Has student had other postsecondary education--if so, what were transfer-of­

credit policies and procedures when student enrolled in this institut ion 

C. Tuition and financial arrangements 
1. Name of program in which student is enrolled, length, and cost 
2. How is the tuition paid? 
3. Awareness of refund policy and terms of policy 
4. lf the student is receiving financial aid, is the student aware of how the aid is 

packaged and what the repayment responsibilities are? Does the student 

know the difference between a grant and a loan? Has the student been 

counseled about student loan default? 

D. Educational program 
l. Program objectives 
2. Program requirements for graduation; does student know whens/he will 

complete program 
3. Are students familiar with the sequencing and scheduling of courses 
4. Size of largest, smallest , and average class 
5. Preparation of instructors 
6. Are instructors available for additional help 
7. Do students evaluate faculty 
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8. Is there ample time for practice on equipment (e.g ., computer, medical , 
electronic) and is it in good working order? 

9. Are textbooks received in a timely manner ? 
10. Resource center /library 
11. Counseling and guidance 
I 2. Is there a feeling of freedom to discuss problems (e.g., academic, financial, 

personal) with administration and faculty? 
13. Awarene ss of school policy regarding academic or attendance problems 

E. Extra-Curric ular Activities 
l. What does the schoo l offer? 
2. Do students actively participate in the activities offered? 

F. Opinion s 
l. School and educational program in general (e.g., best features, 

recomme ndations for improvement) 
2. Faculty as a whole 
3. Administration as a whole 
4. If choice were to be made again, would student enroll in this institution 

5. Wou ld student recommend the institution to a friend or relative ? 

G. Use of community resources 
1. Guest lecturers 
2. Field trips 
3. Extemships/internships 

H. Instructional evaluation 
1. Who does the evaluation (director, dean , 
students, etc.)? 
2. How are eva luations performed? 
3. Who discusses res ults? How is it 
documented? 

I. Use of the resource center/library 

J. Describe best and worst features of working conditions 

K. Recommendations for improvem ent 

GENERAL INTERVIEWING GUIDELINES 

FACULTY MEETINGS 

Faculty can be interviewed in groups (by department and overall) and probably some individually. 
General faculty meetings will be led by the educational activities specialist with support from 
the program specialists. 

A. Educational/exper iential backgro und 

B. Faculty Development Plan 
1. How is plan developed? How is it implemented ? 
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2. How is it documented? When is it reviewed? 

C. Professional organization memberships 
1. Amount of participation 
2. Does institution contribute towards membership fees? 

D.Faculty meetings 
1. How often 
2. Topics 

E. In-service training 
I. How often 
2. Topics 
3. Do you find them helpful? 

F. Involvement in cun-iculum revision, materials selection, and faculty governance generally 
1. How are faculty involved in curriculum review and development? Do you 

participate? 

~- -Are you able to make suggestions and recommendations for books and such? (do you.feel campus 
administration. listens? values faculty input?) 
3. Does your job description identify faculty part icipation in governance as a duty? 

G. Teaching load 
1. Number of clock hours per week in class 
2. Average student-teacher ratio 
3. Number and identification of subject preparations 

H.Student attenda nce 
l. Are you required to take attendance? Who do you give your attendance info? 
2. Is there an administrative policy of excessive absenteeism? If so, what is it? 

I. Availability to provide academic assistance outside of class time 

J. Preparation, utilization, and evaluation of course syllabi --are they given to students 

K. Selection of textbooks and supplementary 

L. Use of conmmn ity reso urces: any or all of the following? 
1. Guest lecturers 
2. Field Trips 
3. Externships/internships 
4. Other 

M. Instructional evaluation 
1. Who does them (e.g., director, director of educa tion, students?) 
2 . How is evaluation performed? Are results discussed with you? Who does that? 

N. Use of the resource center/library - do you give assignments requiring students to use LRC 

0. Describe best and worst features of working conditions - Recommendations for improvement 
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STUDENT INTERVIEWS 
If class is a mixed group, the evaluator may want to quickly ask students to identify which program 

they are enrolled in - you may ask them to say when they started & when they plan to finish. These 
questions are suggested as a guide and not a script. 

1. How did you hear about the school? (move on after you get some info about this) 
- Why did you decide to enroll here? (same as above, move on after a few responses) 

2. Admissions: 
- Did you comp lete an "app lication"? 
- Did you sign an enrollment agreement? (and get a copy?) 

3. Catalog 
- Did you get a copy? When? 
- Have you been ab le to find info you need in it? - Does it accurately portray things? .... . so 
far? 

4. Orientation program: 
- Do you remember who did it? When was it done for you? Helpful'? 

5. Tuition and financial arrangements: 
- Was financial aid explained OK? How 's it going? (need to be careful here - don't get trapped 
into a griping session) 

6. Educational program 
- Do you know the objectives of your program? (what do you expect to do when you finish) 
- Do you ge nerally know the requirements for graduat ion? (for example, what are some of the 
courses you have to complete?) 
- Do you have a "plan" for finish ing? ( i.e., keep track of courses finished, courses need to take 
yet, etc.) 

7. Class sizes 
- Generally, how many students in the classes you take? 
- What kind are generally the largest ? the sma llest? 

8. Instructors: How wou ld you rate them, generally, on 
- preparation for class? knowledge about subjects they teach? 
- being willing to help you when you need it? 
- Do you know when they are available to help outside of class time? 
- Do yo u complete faculty and/or course eva luations? 

9. Syllabus 
- Do you get a copy in all of your classes? at the start of the term? 
- Do you feel the syllab i are helpful? easy to figure out and use? 
- Do syllabi clearly give info on how your course grade will be figured? 

10. Textbooks & instruct ional mate rials - are they appropriate? current? helpful to you? 

11. How about equipment? 
- For classes or in programs where needed 
- Is the equipment available when needed? Kept in good repair? GeneraJly up-to-date? 

12. Library / LRC: 
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- Do you use it? For what? 
- Aie you requir ed to use it for some assignments? 

13. "Opinions": 
a. What's best about the school? 
b. What would you change ? 
c. Would you recommend a friend or family member come here? 
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EVALUATION REPORT GUIDELINES 

Accreditation has two fundamental purposes: to assure the quality of the institution and to promote the 
improvement of the institution. As members of the eva luation team, you have helped the Council and 

the institution to realize the first of these purposes through your report. It is imperative to be aware 
that the product of the team visit is the compiled team report. The report is an officia l document and 

should be considered as such during the visit, writing, and editing process as such. The report must 

provide an accurate summary of the campuses administrative and academic operations. The report 
must also provide a thorough and detai led summary when the team finds that the campu s is not 

meeting any requirements of the Accreditation Criteria. Please note that all sections correspond 

directly to the Evaluation Standards listed in Title lll , the Appendices, and the Glossary of the AClCS 

Accreditation Criteria. 

To assist the institut ion in achieving the second purpose of accreditat ion- that of improvement 

beyond its compliance with the standards necessary for accreditation-members of the team are 

invited and encouraged to use this opportunity to suggest any practices, policies, or procedures which 
might improve the institution's educational and administrative quality. Your recommendations are for 

the benefit of the institution and will be shared only with the institution. They will not enter into any 
consideratio ns of the Council regarding the accred itation status of the institution. A recommendation 

section is included at the end of each report. However, there is a clear distinction between a finding 

and a recommendation: a finding indicates there is a deficiency that needs to be addressed that affects 
educat ionaJ or admin istrat ive activities; a recommendation is not a needed change (since the institution 

can ignore it) and is for institutional enhancement. 

The templates are revised, as needed prior, to each travel cycle. Additionally, there are a number of 

resources ava ilable to assist in writing the team report. The most recent report templates and writing 

guides should be downJoaded from the AClCS web site: Home > Evaluators > Evaluator Resources > 
Report Templates 

The writing guidelines and samp les are on the Web site for currency and accuracy. 
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